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Time Management and 

Organizational Skills 

 

 

Description 

Today’s vorld is busy! Time management and  
organizational skills are often key components  
that affect our productivity and stress levels.  
In this 3 hour workshop, learn methods for  
managing tasks, work effectively, organize and  
prioritize your time; both independently and as  
part of a team. 

 

Objectives 

By the end of this workshop you will be able to: 

 Know tips for practical productivity  
 Be effective through planning 
 Use Google Calendar 
 Set your Priorities 
 Identify common mistakes 
 Find Solutions to Time Management 
 Eliminate your Distractions  

 

Target Audience 

This workshop is perfect for anyone looking to  
increase their productivity and organizational  
skills in either the home or workplace. Basic  
computer and internet skills are recommended  
for students who want to take this workshop.  

 

 

Content 

 Practical Productivity Tips 
o Writing things down 
o Learning to say no 
o Think 
o Identify Habits 

 Being Effective 
o Creating a Schedule 
o Review  

 Creating a Google Calendar 
o Add Events 
o Changing the settings 
o Creating a Task List 
o Set up Reminders 
o Customize your Calendar 

 Setting Priorities 
o Couey’s Quadrants 
o 2 minute Rule 

 Indentify Your Mistakes 
o Finishing Tasks 
o Committing to Events 
o Attention Grabbers 

 Finding Solutions 
o Managing your Time 
o Organizing your Schedule 
o Make your plan work 

 Eliminate your Distractions 

 

 

 

 

 


